How to Update Profile, Change Password,
Cancel Online Access in TAP

(Master and Account Manager Access Type Users Only)

Welcome to the Washington State Department of Licensing Prorate and Fuel Tax Services Taxpayer
Access Point (TAP). The account information contained in this document is completely fictitious and is
intended for instructional purposes only.

Please disable the pop-up blocker settings on your computer to allow pop-ups from the TAP website.

These instructions are for established TAP customers needing to update their access or
an additional user’s access.

Depending on which browser has been set as the default, screen images may appear slightly different than
those included in these instructions.

Online Access Process
Only access types set up as the Master or Account Manager are able to update a profile, change a
password and/or cancel online access.

Important: Each user should have their own individual user account. Usernames and password
should not be shared.
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Instructions for Updating Profile
Log into Taxpayer Access Point (TAP).

Note: For more Instructions on how to log into your TAP account, see How to log into TAP.
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Federal Employer |0 444422444 Wiew Profie
My Bzl 5358 5D [Vizks 3 Faymeant
Hems a e ) Register a Mew Account
Back

Accounts!? Histrl:lrg.Il llessages‘ Letters?
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View Support ID My Accounts
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007E001-RE01 Unlicensed Refund : FT SAMPLE Rfn Monthly 123 SAMPLE ST OLYMPLA W 0,00 Active
= My Accounts 0075001-FD Fuel Distributor FT SAMFLE Marthly 123 SAMPLE ST OLYMPIA Ve 0.00 Active
007E001-RAD Unlicensed Refund . FT SAMPLE Rfn Monthly 123 SAMPLE ST OLYMPLA W 0,00 Active
007ED-FC Fuel Camrier FT SAMPLE Manthhy 123 SAMPLE ST OLYMPLA w2 000 Active
0075001-FTO1 Fuel Temminsl FT SAMFLE Marthly 123 SAMPLE ST OLYMPILA Wi 0.00 Active
TAP Howi-To Videos 00TE001-FB Fuel Blendsr FT SAMFLE Marthly 123 SAMPLE ST OLYMPLA Ve 0.00 Active
007E001-RMO1 Unlicensed Refund |FT SAMPLE Rfn Monthly 123 SAMPLE ST OLYMPLA W 0,00 Active
TAP Frequently Asked 007E001-FA Arcraft Fuel Distriby FT SAMPLE Marthly 123 SAMPLE ST OLYMPIA Ve 18260 Active
Questions 0075001 IFTA FT SAMFLE CQuanery 123 SAMPLE ST OLYMPILA Wi 0.00 Active
007E001-1201 IRF Flegt FT SAMFLE Promate Fisc 123 SAMPLE ST OLYMPLA W 0.00 Active
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dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015

Under | Want To..., click on View Profile.
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Questions
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Click Update Profile hyperlink.

Profile O 2 x

Profile

Web Logon fitest Country |USA n Type I:n

Web Name |lesl | Pheone 1
Email [testprofile@dol.wa.gov | county |usa n Type I:n
Secret Question In what city were you born? Phone 2
New Question |In what city were you born? ﬂ
Answer | |
Confirm | |
Authentication Contact
() Send Authenfication Text Email | testprofile@dol wa.gov |

(@) Send Authentication Email

() Send Text or Email /

T

Make any necessary changes and Save.

Note: The authentication contact is the person who will receive the authentication code for this profile as
part of the TAP two part authentication process. (The authentication code is only valid for one time use,
you will be sent a different code each time.)
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Changing My Password
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Questions

dolwa gov | Contact Us | About Us | Survey | Mare About TAP | Copyright © 2015

From View Profile level, under I Want To..., select Change My Password hyperlink.

Profile B o x i
Change Password
Current Password
—— Password Rules
I'- LEdLIired | Required rwcn:ls cannat be reussd
Mew Faszwond Mirimum & characters
Required
[ - | Passwords must contain both
Confirm Pazsward letters and numiers
I'.':.'equ.‘ren' | Fasswords must contain both

upoercase and lowercase leters

i

Enter passwords and Save.
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Cancelling My Online Access
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Profile | Want To...
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Phans 2 a1 Change My Password /
E 'I- Cancel My Onling Access
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Grant Access to My Accounts
View Support ID Auth Email : Request Access to Anather Users Aczourt
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Manage Payment Options Third Party Payment Options Manage Logons
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Questions
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From View Profile level, under I Want To..., select Cancel My Online Access hyperlink.

Are you sure you want to cancal this logon? You will be required to register again o access your 3ccounts.

Hequired\!

Verify you wish to cancel your logon, by entering your password and clicking OK.

Password |

This concludes our instructions. Thank you

If you need further assistance, please contact our office:

IFTA, Prorate, or Dyed Diesel, please call our Motor Carrier Services Office at 360-664-1858 or
email MotorCarrierServices@dol.wa.gov.

o Fuel Tax Accounts, please call 360-664-1852 or email Fuel Tax@dol.wa.gov.

e Unlicensed Refund Accounts, please call 360-664-1838 or email
UnlicensedRefunds@dol.wa.gov.
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